Investigation Report Review – Notice of First Ten-Day Period (Respondent)
[Date]
[Respondent Full Name]
[Mailing Address and/or E-mail]
[Mode of Delivery (e.g., E-mail, hand delivery etc.]

Dear [Respondent First Name]:
On [Date] you met with me to respond to allegations that you may have violated the [Recipient] [Policy]. You were also given the opportunity to review the [summary OR transcript] of your interview and to verify its accuracy. The Notice of Investigation and Allegations (NOIA) provided to you on [Date] included the specific charges of:
[Insert charges from NOIA]
[Attached is a draft of the Investigation Report OR A copy of the draft Investigation Report is available via Box/Google Docs/OneHub/Other]. All personally identifying information has been redacted. This report is confidential, and the file cannot be printed, saved, or altered. Please do not share it with anyone not authorized to access this information. The Investigation Report is not yet complete. 
This draft Investigation Report is a document this office has prepared that contains a summary of the evidence gathered, witness interviews, and an overview of the steps that have been taken in the investigation to-date. 
Additionally, you [and your Advisor] have been provided access [indicate how access is being provided, e.g., via Box] to a file of all the evidence that is directly related to this investigation. As part of the investigation, I have sorted all the evidence, including the relevant evidence in the draft report and placing all other evidence into the “directly related” file. You will have access to the draft report and file of directly related evidence for the next 10 [business] days. Your access to this information will end on [Date] at [Time]. During the next 10 days, you may [work with your Advisor to]:
· Review all of the materials provided to you.
· Create a [Word] document with any comments you wish to submit to me about the report or file of directly related evidence. 
· Evaluate whether you think some of the evidence from the report is not relevant and should instead be moved to the “directly related” evidence file and/or evaluate whether you think that some of the evidence included in the “directly related” evidence file is relevant and ought to be included in the draft report. You can add these arguments with their rationales to your comment document.
· Provide any additional information you are aware of including additional documents, additional witness names, or suggest any relevant questions for the Investigator(s) to ask the other party or any potential witnesses before the Investigation Report is finalized and is referred for a hearing. 
Once you submit your review, I will reach out to additional witnesses, pose additional relevant questions, and update the report, incorporating your review and comments in full in the Appendix. I will do the same for the Complainant. [I may/will also exchange your responses between the parties and allow you to respond to the responses. I may/will also append my own responses to your response within the Appendix to the report].
Once the report is finalized after the parties’ review, the relevant evidence in that report will be what is relied upon by the [Decision-maker] to make a final determination after the formal hearing. You will receive a copy of the final report a minimum of 10 [business] days prior to the hearing. 
While you will again be able to make arguments to the [Decision-maker] at the [pre-hearing and/or] hearing regarding the relevance or directly-related nature of the evidence, the goal is to ensure that all relevant evidence is summarized in the final Investigation Report based upon your feedback to me in the next 10 days.
[bookmark: _Hlk55896797][If upon reviewing the draft Investigation Report you wish to discuss the option of pursuing an Informal Resolution, please contact [TIXC Full Name], [TIXC Title] at [Phone] or [E-mail].]
[bookmark: _Hlk55896810]Please follow the above instructions and return your review, with any comments you may have, by [Date]. If I do not receive a response from you, I will assume you have waived your right to comment.
Sincerely,
[bookmark: _Hlk55896833][Investigator Full Name]
[Investigator Title]
Cc: File, [Respondent’s Advisor]
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